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Introduction to Office Occupations

OBJECTIVE: Know what occupations there are in the office-clerical ficld.
Know what duties each office-clerical worker does.
Know what education, training, and personal qualitics are

necessary to be emploved as an office-clerical worker.

This workbook will not take the place of the training vou will
reeeive in your shop area. It will help you know what jobs there are in the
office-clerical field, and a lictle bit about them. The book has only
informatinn chat is important for you to know. The information is divided
into sections that are casv to learn. There are questions and activities
marked “Student Activitics™ that must be donc before vou go on to the
ncxt section. When you have complctcd a section, your teacher may givn‘

vou a quiz on the informatien vou have learned.
) ] \



Pare 1

Whar are Oftice Occupations?

Do vou want to be a white collar™ worker? 1f so. perhaps vou ¢ be an
oftice e e worker. You would help handle office records and help with the large

amounts -~ peperwork necessary in the modern business world.

Part 1 ot this workbook will gve vou general information abo .t oftice-clerical
positions. Parc {1 v witline the education and training necessary to enter this field.
Training in specific urcas mav be given in vour shop. For further information vou can

write to:

Division of P].mnin:ﬁv and Rescarch

The Land and Labor Industry Building

P.O. Box 339

Trentor, New Jersev 08623

People in office-clerical positions can work in business. government. or elsewhere.

We will be working mostly  with the business world. The need for all kinds of
office-clerical workers becomes greater cach dav. as modern businesses grow larger and
larger. As the amount of paper work increases. so does the need for skilled workers.
There is almost no end to the kinds of jobs for office-clerical workers. These workers are
very important, because their emplover does not have time to do the jobs they arc
reain :ovo doo Can you imagine the head of a large company opening all the mail that
corioyin filing letters, and typing his own letters? Having an office-clerical worker to do
tiene shengs for him leaves more time for vour emplover to do more important jobs. like

ma wing the company or his section of the company.
These are some of the jobs available in the office-clerical field:

Billing clerk

Cashicer

Dupliczltingﬁmzl(thinc operator

File clerk
Mail clerk

Messenger

Payroll clerk

Sales clerk

Shipping and receiving clerk
Stock clerk

Tabulating-machine operator

[\ P]St
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There are many othe: occupations also. Anv ot these Jobs gives vou many duties. such as
slnpping. h.m(”ing money . sorting mail, operating machines, and kc-cping tmportant papers

in order.

TYPIST

Most businesses require tvpists who can turn out a large amount of neatly tvped

waork cach dav. A tvpist operates the bese-known office machine- - the typewriter

Although a rypist’s vl dury is ¢ ming, he is often required to perform other duties in
the otfice. This may ude filing papers. sorting mail. and answering the telephane. A
person who does these things as well as tvping is called a clerk-typist.

Student Activities

Answer the following questioi.:

1. What is a “white collar™ worker?

2. Where dovou chink people in office-clerical positions could be hired?
. peoj ]

8]
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30 What duries d v an oftice clerical worker do wo thae his cmplover con do maore

mmportant things?

4. List 5 office-clerical positions that vou mav be interested in.

SN har s ohe ditterenos Boreeen r\pi\( and o oclerk TV pist?

8

FitF CLERK

Avvou mav already know. businesses muse keep copies of letrers and imporcant
papers for possible use larer on. These papers are hepe in laree metal cases called il
Thewe papers mest be arranved o thar they can be found casilv when necded. Several

Jittorent methads of filire sy are used:

f\}ph(‘[n‘rim! arder
Filing by dates
Filing by subijecr

Numerical f.ilin_:

Q b
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When vou are cmploved by a business, it is the file clerk’s duty to learn the f.iling svstem
being used. A file clerk not onlv files the papers. but also muse find them in the files

when they are needed by samcone in the office.

Student Activities

Trv tacse exercises to see if voicmay become skilled in filing.
Lo List these words  alplaberically:

warter

nurse

chemical operator
roofer

Borax Company

Electric Speed Corporation
A B Dick Duplic;lting
Xerox

p;l}'ro” L‘ICrl\'

draftsiman

Actiia Insurance
chemical operator
cashier

beautician

automcbile

Borid Business Machines
Jiffy Press

plastic

real estate salesman
2. Arrange these words by increasing riombers:

8965 Ace Movers
45435 Timex Watches
R8¥8 Fabulash Cosmetics
1012 Bakers Chocolate
24907 Continental American
1299 Proctor and Gamble
3410 Anmerican Home
3345 RCA
43543 Life
11012 Top Brass
14332 Time and Again

654 Glass Products

O
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3. Arrange the following by dates:

June 23,1972
May 4, 1948
January 24,1948
June 12, 1950

9 .10-45

April 22,1973

1--6- 34

8 -28--71

24 44

August 27, 1971

July 12,1968 S
7-6-68 e -

February 28,1973

4. A tile clerk’s job is:

PAYROLL CLERK

A company has to keep certain records to make up its pavroll. A person who

kceps these records is a payroll clerk.

(91}
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The pavrol s made up dit'tlc"cn(l_\ in ditferent businesses. How it is done depends

on the size ot the company and on how the woorkers are paid  whether by the hour, the

week, or the monthe A sl auto-repaie business would need difterent records from
General Motors or the Ford Compiny,

Look at this sample ol a pavcoll record:

PAYROLL RECORD  (@floy corp.

REGULAR o V Eir‘M E G '{OSS LTI o e T =
NAME HoURS|RATE |Hours| @ATE | PAY | DEDUCTIONS NET PAY

FED. |FLCA. | INS.

The company keeps records about cach cplovee, It must know cach worker's

Corrcee name  firse, last, and middle
Correc: address
Number of dependents (for example. kis small children)
Then che pavroll clerk fills in figures oo ...
Hours worked and rote of pav
Overtime hours and pav
Deductions  Federal income tax, social security (FLCAL).

hospital insurance. cre,

As vou aan see. the pavroll record needs a ot of work from che }’.l:-'r()” clerk. He must

nor moake mistakes. or he will cose the company monev, or perhaps cost a iellow worker
mones. and weither will be happy!

)
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A [‘.l\ll'“ L[L‘l"\ HL‘U\I\ to

be

Shilled e basie

math

.l(ldifi()ll.

subtraction,

multiphc. coon, and Gvision. He woald oo need o operate an addine machine o

calculator. The machme saves time and proocnts mistahes,

Student Acovioes

1.1l it /n/ln""m;" veformeations abowe thiove copdovecs o thie ;u_\'m// record holoy s

Anna Wools worked 10 hours o week a0 32,00 an hoar. This week she did not work

overtime. She suppores 3 children.

Fler Federal income rax deduction s 89,50,

Soctil Scvariny (FTCAL deduction is $2.220 Blue Cross and Blue Shicld is .84,

Barnaby M. Swanson worked 40 recular hours ar €250 40 hour. His dependents are

Maticld Swanson, Herman | swanson. Federal income tax iy S16.43, honpital

msuranee 1, S258 and soaal security is $2.30.

PAYROLL RECORD

@//0(,1 corp.

REGULAR OVERTIME GROSS ‘
NAME HOURS |[RATE |HouRs| RATE | PAY | DEDUCTIONS NET PAY |
I 7 "FED. = 1LCA | INS,

2. Solvc the following:
$8.94 S 6.00 $235.00  $4.50 $107.36 $29.67  $333.9%
~i66 + 2.7 1065 A 40 308 798  ~208.99
s .98 S 230 <120.00 540 $45.00 ¢ 5

56,22 x40

4.00

3600.04)
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If vou have an adding machine or a calculator, do the same problems. Write down the
time vou started and the time that vou tinished the work. Compare this to the time it

took vou to do it by the paper-and-pencil method.

F

\t. B
STOCK CLERK ] A

All types and sizes of businesses. from schools to restaurants. need at least one

stockroom. A stockroom or warchouse is a storage place for goods and supplics needed in

a business. For example:

Tvpinyg paper Tablccloths
Ditto maste:s Salt shakers
Duplicating fluid Rubber gaskets
Envclopes 0il ’
Nails Detergents
Screws Bleach

and so on, depending on the tvpe of business.

A stock clerk’s duties are: to know what supplics arc in the stockroom. to reorder
suppiies as they are used, to keep a record of what supplies arc asked for and when the
supplies arc delivered. He must keep records on goods reccived from the receiving clerk.

and must neatly store the supplies so that he can find them casilv.

5 13
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Student Activities

Answer the following questions:

oy

A stock clerk works in a

o

His duties include

3. List some supplics the stock clerk may have to handle in the stockroom -f:

A HIGH SCHOOL ' A PRINTING SHOP

A HAIRDRESSER'S SHOP A RECORD SHOP

14




4. Sce if vou understand the different kinds of jobs we have discussed. Answer “ves™ or

‘no” for cach duty deseribed for cach job:

() Do the dutes of a file clerk include:

\

Yes or No
keeping records for figurin; pay checks? —_
arrar zing lecters and other papers in proper order?
checking goods received in the storeroom?
finding papers in the files?

keeping records of goods in the storage room?

by Do the duties of a pavroll clerk include
keeping records for figuring ~avehecks?
arranging letters and other papers in proper order?
checking goods received in the storeroom?
finding papers in the files?

keeping records of goods in the storage room?

¢t Do the duties of a stock clerk include- -
keeping records tor figuring pavechecks
arranging letters and other papers in proper order
cheeking goods received in the storeroom
finding papers in the files

keeping records of goods in the storave room

10
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OFFICE MACHINE OPERATOR

There are many jobs for office-machine operators. You will have to know how to

operate several different machines. The most common are:

V Duplicating machines
/ Copier
3 Addressing machine

XEROX ”

Al

Wity

l)up]ic;lting Machines
Here are two types of duplicating machines:

Ditto — A typist tvpes the material on a master, which transfers the tvpe to an inked
surface. The inked surface is torn from the master, leaving a piece of paper with
regular tvping on the frone. and inked typing on the back. This is then put. ink
side up. on a machine that feeds in a clear duplicating fluid, and make copies of
the original paper. The color of the copy depends on the color of the ink on the

master. The color is usually purple or black.

“DITTO"® oR
FLUID DUPLICATOR

Elcctronic Stencil — The paper to be copied is put on a cyvlinder in a machine that “sees™
the printing or the drawing and chen transfers what it sees to a master. The
master is then put on a machine something like the ditto. However. this machine
feeds in a black ink instead of duplicating fluid. The copies this machine makes
look almost exactly like the original paper. They look as though thev had been

typed separately. This machine is much more expensive than the ditco.
11
O
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STENCIL DUPLICATOR

Copier — A copier is used wh.n only a few copies of something are needed. This machine
takes a picture of e original paper and makes a copy on a picce of paper, all in
one shore dime. and all inside the machine. No one has to transfer dittos to
another mac! e or worry about gerting ink or duplicating fluid on his clothes or

himself. This is the most expensive way of copving,

Addressing Machine — People’s names and addresses are put on metal plates (about the
size of charge plates). The machine takes the plates and prints them on envelopes.,
magazines, packages. ete. Your job would be to sec that the machine runs

properly:

Plates go in properly
There is ecnough ink to print properly.
There is enough pressure to print clcnrly.

Plates change when thev are supposed to.

You mav use all .of these machines, some of them, or compicetelv different machines.

depending on the size or the type of business in which vou are emploved.

ERIC
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Student Activities )

Answer the following questions:

1.

[§S]

6.

SALESCLERK

Which machine might be used to run off a note to all 30 emplovees concerning the

otfice Christmas party?

Which machine is the cheapest to use for duplicating?

Which machine would be used for a newsletter to be mailed out to 500 business

customers?

Who is the person who takes care of all of the duplic;lting machines?

Which machine would be used to make 3 copies of a letter vou reeeived from vour
state senator, who is thanking vou for vour interest in pollution control?
Which machine would a company use to make 23 copics of a newspaper article just

as it is in the newspaper?

Another kind of clerk is the salesclerk. He works in a store and sells things dircctly to

customers. If vou enjoy meeting maa. «fferent people. this is the job for you! Your job

would prabably include the follovin:-.

ERIC
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Grecting the customer

Offering help

Pointing out things that would please the customer
Helping the customer make a choice

Writing up sales slips and/or working the cash register

13
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It is very important that vou make the customer feel he is welcome to vour shop in
vour store, that he is free to make his own decisions, and that vou have quality produces

for him to buv. This is the first step in being a good salesperson. After he has made his

purchasc. writc up vour sales ship accurately.

Sample Sales Slip

@!lo—: CQLP DALLAS, TEXAS 47qo ”

STORE NO. |CLERK NO.| CASH |CHG. DATE
.
NAME —
ADORESS ) .
CHG. NO.
QUAN. ITEM PRICE
TAX
TOTAL

Check vour ficures }'<1Llrsu]f or on the cash register. When you wrap or bag a

purchase, handle it with care. This pleases the customer. and he will be likely to come
back to vour store another time.

Another important thing is to remember to file the store’s copy of the sales slip.
The store needs to keep a record of the sales that were made. This also helps your stock

clerk in inrentory. An inventory is a count of all the coods in the store at a certain time

14
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Student Activities
Do the Jollowing exercises.
Mr. Barton came into the Handvman Hardware Company and purchased these items:

4 cans of red birn paint at $5.98 a can: 2 large nvlon paintbrushes at $3.00 cach:
2 aluminum ladders at $97.67 cach fextension ladders). and 2 aluminum paine

hooks for $.45 <picce

Fill in this sales <lip for the frems above:

—
HANDYMAN HARDWARE COMPANY
; VINELAND. NEW JERSEY
.f.:':;r:'v»‘fe M, CLERK NO. | CASH [cHG. DATE
| 41229
INAME
DDRESS
ICHG. No.
QUAN. ITEM PRICE
TAX
TOTAL
15

20
Q
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Fow much chance would Mr. Barton get from $300.007

In what coins and paper money could vou give this change?

—_ penries — quarters — S5 bills
nichels e halt dollars — S10 bills
dimes e dollars — 820 bills

LANE b

CASHIER

Another person who handles the cash register is a cashier. Although cashiers may
be known b different names, thev are the people who reccive the moneyv paid by the
customer. Sometimes a cashier is also a salesclerk. Sometimes his ondv job is to receive
the money. For example, there are cashiers who only receive money at grocery stores,

some t\'PL‘S ot (liSC()llllt stores, ;md restaurants.

Cashiers also make change and vive reccipts for pavments. Small stores mav have

cashicrs who add up purchases on a sales slip, often with a small adding machine.

A cashier must alwavs be courteous. If a customer questions the change vou nave
given, or any other thing that has to do with vour job, try to straighten out the problem
quictly and with paticnce. If the problem is not casily solved, call vour manager to help
vou. But remember, in any business vour main thought muse be to satisfv the customer

so he will come back again.

ERIC
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THE CASH REGISTER

Standard Computer- h,Pe

There are many tvpes of cash registers, especiallv: now in the age of compuers.
Most cash registers record the amounts of the purchas:s and then add them up. Some
cash registers rell how much change to dive the customer. Computer-type registers also
record the inrentory nonber ot the parchase. so thar there s alwavs an inventory
{count) of evervthing in stock. Many cash registers used in department stores and other
businesses  that accept credit cards are connccted to compurers that act likc‘ giang

memories. These record special information about the customer. such as - -
how much he has charged on his charge accownt: whether he has charged
§
more than the toral amount that he and the store have agreed upon: what
payvments have been made on the account.
This information helps the store keep track of the bills seill not paid by customers. 1t
also helps the customer know that he is not charging more bills than he is allowed to
charge.

Student Activitics

Circle T for truc. I if the statement is fals.

T F 1. A person who handles the cash register is the cashier.

T F 2. A cashicr waits on customers and helps them make the proper selection.

r F 3. A cashicer can make change and give receipts.

T F 4. 0f a customer doesn't think vou gave him the correct change. turn away
and go on to the next customer.

T F 5. Some cash registers can record the customers name and address.

T F 6. Some cash register can check the customer’s credit.

22



T F 7. Having a cash register that records the inventory number hclps the stock
L‘]crk.

T F 8. Manv cash registers tell how mach chanee the cuscomer is to receive.

Add the following wnownts and figrre how much change should be given:

$10.007  Give change from § 7.50 Give change from $30.00
7.25 S25.00 10.49
3.57
1.25
S45.67 S 67
4.09  Give ch:mgc from .50 Cive ch;mgc from £3.00
12.13 $80.00 .89
S 1.45 S7.60
67.22  Give change from 4.56 Give change from $20.00
RE $71.00 4.44
.32
.39

"4 sHiIPPING I

. RECEIVING
L T

SHIPPING AND RECEIVING CLERK

“Shipping.” in business, means sending out goods to vour customers. The
shipping and receiving clerk keeps records of all goods shipped out and received by the
business. This clerk checks ourgoine shipments to see that a customer's order has heen
filled. He checks incoming shipments to see that his companyv’s orders have been filled
correctly and that none of the voods have been damaged. A shipping and recciving clerk
must fill in the forms needed for shipping and receiving. He may have to type or write
the forms. These forms mav include bills. records of charges, and weight of cach

shipment.

ERIC
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MATL CLERK AND MESSENG R

The mail clerk v che person who sores all incoming mail and delivers e to
rhe proper person or office. Not all businesses have a mail clerk. because these duries are
sonetimes handled by some office-clerical worker. However, if the maii clerk has a
scparate job. he must watch for special delivery leteers, telegrams, and perishable packages
(things that mighe spoil). He must also watch for damaged goods. The mail clerk mav
¢'so take care of ourgoing mail: he must collect it from the various offices. make sure it
is scaled properly and addressed properly with a #ip code, and then muse put on the

correce amount of postage (stamps).

In somc businesses there mav be a need for a messenger. This person would
pick up and deliver notes. papers. and any other things that needed to be taken from one
place to another inside the building. At times he may have to deliver something that
cannot be sent through the mails. and so may have to drive a car or truck. The mail clerk

may also be the messenger in a place where ncither job has enough work to be a full-time

job.



\'tmlvrz[ Activites

Prove dhis lice of e jobes fill dn e Dlank spaces e the 135 senrences belo:
/

L'.l\hlvl' \.llL‘\L‘!Cl'k
shipeine and recevins clerk mail clerk
Juphaadngmachine operator messeneer

1. A makes change.

2. The delivers messages in the office.

3. The madl clerk mav also be the

4. Records of conds shipped in and out are kepe by the

receives money from customers tor goods purchased.

i
s

6. The greets the customer and answers any questions he

migh{ have.

7o Copres of letters and papers are made by the

SMatl s sorted and Jelivered by the

9. Ml is colleceed and stamped by the

0. A mav be required o deliver something thae cannot be

sent throuch the mails.

11, The must cheek the condition of voods.

12, Reeeipes are made by che

13. The imust watch for spctiu] dclivcr_\' letters and r(‘]L“\_(I‘:lIIIS.

140 A hetps the customer make a choice.

15. The ditto or electronic steneil would be used by the

20
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Part H
What Doces Bt Take To Be An Ottice-Clerical Worker?

EDUCATION AND TRAINING NEEDED

You hove Jearned abose the dutios of some ot the peaple whao are coiploved
the crvice-cloro ol Bl Pechaps vou have wondered what ovpes of i would be
necessary. OF courses acood education will help von, One of the main parts ot vour job
will Do cor i ation anderseanding what peort el vou, and being able to explain
vourselt to athers, Howeser. other skills mav also b onceeded. OF course. Ty pist must be

able to topes bur these other things are also imporcant tor a clerical worker:

Spelling
Puncrairion

Lan_suaze use

Vocabulary “whao words mean?

«\Ll[[l !\1”\

Readin: Why? o follow written instructions!!

Your dinee to g ahead on the job will depend on whether vou have a oo
cdecation. Y o mav also need special traming. Some of this training can be goteen in
school, bur almost all beginning clerical workers receive some on-the-iob training too.
Howevero it is not wise to depend on learning vour job after vou have been hired. You
should gee as much training as possible in school. You will do beteer in business if vou at

least know about some office machines. and about office procedures (how things are

L{l)nC‘F
PERSONAL QUALITIES NEEDED

tn addition to cdacation and waining, ciiplovers expect their ciplovees to have
vood  personal qualities. Wheno aching emplovees for promotion, the emplover will

consider:

v FEducanaon
v Tramming

v Personal L]ll;llitiL'.\
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Knowing that.the otfice-clerical worker iv a “white collar™ worker should give vou
a hine as to how vou should look on the job. You should pav close attention to vour
appearance. Your appearance depends on vour health. peise (how vou handle vourself),

cleanliness, posture. and dress.

Good healtl will help vou work well on the job. A person who is well poised has
selt-control and self-confidence. He s able to work under pressure {when things are
rushed). An emplover does not want an emplovee who lets the pressure of work make

him cross and angry.

Cleanliness and - newoness alwavs make good impression on others. An
office-clerical worker should pick clothes that are suitable for the job. Matching outfits or
suits are good. Jeans. too-short dresses. ree-shirts, and so on mav be comfortable, but

they don’t look very vood to vour emplover!

Good posture is also important to a good appearance. “Posture™ means how vou
stand and sit. Good posture v accessary to keep the organs of vour bodv working

properly. and so it affects vour health.

whicls of these emplovees do vou think is liked by the emplover and others?

HELLO
ALLIED TRAM
CORPOR ATION ~=
MAY I HELP
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Besides having a good appearance, an office worker should alwavs use correct
English and pronounce words properly. Good specch habits will help vou succeed. Slang
and sloppy speech are not good in business. Your voice should be pleasant to those who

arce listening. Do not talk too loud or too soft.

Gerting along with others is very, very important. You must be cooperative,
dependable, loyal. courtcons, and tactful. You mav handle important papers that must
not be ralked about with anvone else. You mayv hear gossip. Do not pass it along. Be
courtcous, greet others—~ it doesn't cost vou a cent! When somcone makes a mistake.,
talk too him: don't have him find out that vou said bad things about him to someone

clse. Be kind, be tactful in telling him where he wenr wrong,.

REMEMBER:

If you want a job as an office-clerical 1worker. you must have a good
education and good personal qualities. These qualities will shiow in vour

appearance, specch habits. and the way vou get along with others.

WHEREL THE JOBS ARE:

The choice is wide. There are office jobs all over the country. The biggest single
cmplover of  people in the office-clerical field is the United States Government. There
arc not many other fields where the need for workers is so great. If you are trained. it

will be casier to tind a job. Businesses of every size and type cmplov office-clerical

workers:
banks government agencics
manufacturing firms hospitals
msurance conipanics schools
money-lending companies large restaurants
stores unions

and manv other places.

When applving for a job with the local, State, or Federal government, your office

skills are 1nsporeant. bue vou also have to pass an important examination. A good genceral

cducation will prepare vou for this examination: the civil service examination.
<)
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A good starting salary is not the only thing to consider when looking for a job.
Health insurance. vacations. sick leave. pensions. and other fringe benefits are also

important.

The working hours for most persons in the office-clerical ficld are from about 35
to 40 hours. *our hours depend upon where vou work. Salaries differ in different parts
ot the countrv. and vour salary will also depend upon your own skills. The salary of a
clerical worker can be about $70 or more a week. Good workers are likelv to get

promoted and get more pay.

Besides salary. workers get what arc called fringe bencefits. For example. most
clerical workers receive at least a one-weck paid vacation a year, plus six paid holidays.
However, after scveral vears of work, longer paid vacations may be given. In addition to
paid holidays. most companics offer benefits such as life insurance. hospitalization,

pension plans, and sick leave.
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Short Quiz on Parts [ and Il

1. Persons who work in private and government offices to do the needed paperwork and

record-keeping are called - workers.

'

o

. Some examples of these workers are:

3. Which of these are office-clerical jobs? Put a check in front of all the ones that are.

manufacturing business forms

preparing business forms

making copies of important papers

installing telephones

mccting C&]]CI'S COUI’(C()US]}'

making change

putting foods in boxes

sorting mail

delivering messages within the office buildine
g g g

4. Match the correct job with the list of dudies: (Sce #1. with the correct answer filled

in.)

(a) salesclerk iz 1. Kceps accurate records of mer-

)
b) stockclerk chandise in stock.

{

(c) shipping and receiving clerk 2. Answers questions and points out

(d) office-machinc operator things that would please the customer.
(c) messenger 3. Recccives money paid by cus-

(f) cashier tomers for goods and services.

() file clerk 4. Declivers messages.

(h) mail clerk 5. Arranges and stores business pa-

pers in a systematic and orderly
manner.

6. Sorts mail and watches for spe-
cial deliveries.

7. Maintains records cf outgoing

and incoming shipments.

ERIC 3¢
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5. Check all of these that are important for success in business:

Good personal appearance
Getting along with others
Training for the job

None of these

6. Arr;mging ;md kccping bLlSinL‘SS papers n l;lrgc Cases in a neat ;md ()I'dCI'l\’ wav s

called

7. Office-clerical workers who want a job with the Federal Government must pass

a examination.

8. An  office-clerical - worker will probably be able to do his job if he has

a cducation.

9. List some businesses where clerical workers can be emploved:

10, Clerical workers usually work from o hours.

1. An office-clerical worker should know: (check one or more)

historv
spelling
;\lgclaru
punctuation

language use

12. List 2 fringe henefits that office-clerical workers may receive:

ERIC 31
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13. Check which of these show a vood personal appearance:

ln)nr _\Pccgh slli[.ll\l(' L‘lu[lllllg
;:\\(ltl }lk‘;l][ll ]0'\'2]][_\'
poor posture clc;m clu[hcs

T4 A person who gets along with fellow workers is: ccheck as many as are correct.

dependable
COSSIPY
coaperat e

l()\b(ll

15.To show that vou are able to do vour job vou must be able to
work at vour own speed
do cood work with some speed

finish ahead of the others

T6. List some things that an emplover will notice when he is hirine, and also when

thinking ot promoting vou:

he s

You have now completed vour introduction to office-clerical occupations. Use what vou

have learned here and in shop to help vou decide what to trv for. Remenmiber. there are

many kinds of office-clerical jobs that vou can do!
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